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Attendance System Change Report ZHR_RPTTM084 
 

Change History 

Update the following table as necessary when this document is changed: 

Date Name Change Description 

4/17/2008 Kelly Welsh Initial Draft 
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Purpose 

Use this procedure to display date specific quota balances, view employees who had attendance 
activities such as accrued leave, taken or donated leave during the selected reporting period.  

Trigger 

Perform this procedure to view an employee’s quota balance during the selected reporting 
period. 

Prerequisites 

Time Evaluation must have occurred. 

 

In order to perform this transaction you must be assigned the following roles: 

Payroll Processor, Payroll Supervisor, Time and Attendance Processor, Time and Attendance 
Inquirer, Time and Attendance Supervisor 

 

Transaction Code 

ZHR_RPTTM084 

 

 

Date Procedure Update Log 

4/17/2008 Procedure created 

 
 

Helpful Hints 

• Use the Other Period radio button, key the dates in the deduction period under the quota 
selection.   

• Run this report in half month intervals (1/1/2008-1/15/2008). 
 Using smaller intervals running this report, helps to identify errors.  
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Procedure 

1. Start the transaction using the transaction code ZHR_RPTTM084. 

 Attendance System Change Report 

 

 

2. In the  area select the correct reporting period.   

Selection Description 

Today Use this radio button to display employees who have leave activity on 
current date. 

Current Month Use this radio button to display employees who have had leave during the 
current month.  The first and last day of the month are used as the start and 
end dates for the person and data selection. 

Current Year Use this radio button to display employees who have had leave activity 
during the current year.  The first and last day of the year are used as the 
start and end dates of the person and data selection 

Up to today Use this radio button to display employees total leave activity since the 
beginning of HRMS 

From to today Use this radio button to display employees who have leave for the current 
key date 
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Selection Description 

Other Period Use this radio button to specify the time period. (Recommended) 

 

Attendance System Change Report 

 

3. In the  area complete the following: 

Field Name R/O/C Description 

Personnel Number O The employee's unique identifying number. 

Example:  236663 
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Attendance System Change Report 

 

 

3.1 If you want to run this report for multiple employees, but not the entire agency, you 
can enter the specific Personnel Numbers you want to view. 

To view more than one employee click the  (Multiple Selection) to the right of the 
Personnel number field: 
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Multiple Selection for Personnel Number 

 

 

 Note: Select  and enter the desired Personnel Numbers.  

To view a specific range of Personnel Numbers, select    

You can also exclude Personnel Numbers.  Select the  and key in the 
Personnel Numbers you want to exclude from the report. 

Or select  to exclude a range of Personnel Numbers. 

3.2 Once you have made your desired entries click  (Copy) to return back to the 
selection criteria screen.  

 Note the  (Multiple Selection Active) icon now has a green box indicating you have 
entered additional data into this field. 

4. Complete the following fields: 

Field Name R/O/C Description 

Employment status O Describes the employee's employment status with the 
agency. 

Example:         3 (Active) 

Personnel area O A specific agency/sub agency in the State of Washington 

Example:  1110 
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Attendance System Change Report 

 

 

5. In the  area complete the following 

Field Name R/O/C Description 

Quota Type O Type of quota 

 If you want to view all quota types, leave this field 
blank. 

Example: 30 (Sick Leave) 
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Field Name R/O/C Description 

Deduction Period O The entries in the deduction from date and Deduction to date 
determine the quota period. 

 Dates entered in this section will be the dates used to 
generate the report. 

Example: 1/1/2007 to 1/15/2007 

 

6. Place your cursor in the Quota Type Field and click the  (Matchcode) to open the selection 
list. 

 Absence Quota Type (1)  500 Entries found 

 

 

7. Double-click  to select. 
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 Attendance System Change Report 

 

8. Click  (Execute) to generate the report. 
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 Attendance System Change Report 

 

 

 This report displays the beginning balance, the amount earned, taken, any 
adjustments or donations during the selected reporting period. 

8.1 To view one record, highlight the row to view 

Attendance System Change Report 
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8.2 Click  (Details) for a detailed view of the record.  You can use the scroll bars to 
view all information. 

Details 

 

 

 To close the detail view and return back to the report click the  (Continue). 

 The Attendance System Change Report is displays in Automated List Viewer (ALV) 
format meaning, users can reorder/hide unwanted columns, move the columns around 
to make the data more user friendly and specific to their reporting needs. 

9. To reorder/hide columns of a report Click  (Change Layout) icon located on the 
ALV toolbar 
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 Change layout 

 

 

9.1 The Change Layout screen appears.  Fields listed in the Columns section are the 
fields listed on the report, in the order that they appear.  To hide/remove columns 

from the report, highlight the column name and Click  
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Change Layout 

 

 

 All column fields that appear in the Column Set section will not display when you 
return to the report.   
 
You can also reorder the layout of the Columns that are displayed in the report buy 

selecting the column name, and using the  to move the column up one spot, or use 

 to move column down one spot or, use  to bring column to beginning of report, 

or  to move column to the end of the report. 

10. Click  (Copy) to accept changes 
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 Attendance System Change Report 

 

 The report now displays in the order that you created 

11. You have completed this transaction. 

Result 

You have successfully generated the Attendance System Change Report. 

Comments 

None. 


